SAM - Monthly Cardholder/Company Statement

You will need to run this report every month since this is considered your monthly statement from GE.
It shows your agency’s cardholders and their purchases/credits made during the billing period. You can
also use this when you want to see transactions for a particular period of time. You will need to first
sign into SAM;  https://gesamservice.corpcard.com/Paris
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Database: l—
Logon ID: l_tﬁ
Password: l—
M Reset | Forgot Password?

This system is for the use of authorized users only.
Usags of this system by authorized or unauthorized
users will be monitored. By procesding with this logan.
the user understands and consents to the conditions
as stated.
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“Database” is: northdakota2
“Login ID” is given to you by the State Program Administrator at OMB (SPA)

“Password” is a temporary password that is also given to you by the SPA. Once you sign in, you will be

prompted to change your temporary password, or you can change it your self by clicking on “Change
Password/E-mail on the Home page of SAM.


https://gesamservice.corpcard.com/Paris

State of North Dakota

Hame n CreationDate  Type Scope
N Lists 3l ransactions made by individual cardhokders

° messages Ag Dapt for @ specified date range, organized by post date,  11/21/2008 Transaction DetsilPrivate

tansaccon date, merchant name, MCC, o total cost.
Descriprion Type ‘Completion Date -WM MCC Codes Liguer, Betting, Escort 11/20/2007 Query Wizard  Private
vt - MCC_ Limits /252007 Query Wizard  Public

= NDFRD1 MOC Transactions for Perod of Time 11/20/2007 Query Wzard  Private

AUDIT - Trans over 52500 Transactions aver 2500 for cument acc: cycke 114202007 Query Wizsrd  Private

emploves id 03/13(2007 Query Wizard  Private

transactions for & period 03/12/2007 Query Wizard  Private

* ND Purchasing Card Information For future use.
» State Pcard Administrator
» Netipps (the online application
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Click on “Reports” and then “Report Wizard”

State of North Dakota

Home Administration  Configuration Query JLI=eUES

Welcome, 11000 Doreen Schumac|
Current Activity | SeSSSRSRERRREEE | |Favorite Reports and Queries

stration  Change Password/E- Help Logoff

Name Description Creation Date Type Scope
N Lists sl wransactions made by individusl cardholders
o messages Ag Dept for 3 specified date range, organized by postdate,  11/21/2006 Transaction DetsilPrivate
transaction date, meschant name, MCC, or totzl cost,

Description Type Completion Date AUDIT-MOCOodes  MCC Codes Ligur, Bating, Escort 11/20/2007 Query Weard  Private
01/25/2007 Query Wizard  Public

NDFRD1 MCC Transactions for Period of Time 11/20/2007 Query Wizard Private

=rs over $2500 Transsctons over 2500 for cument 2oct oycle 11/20/2007 Query Wazrd  Privat

plory 03/13/2007 Query Weard  Private

‘transactions for 3 period 03/12/2007 Query Wizard  Private

+ ND Purchasing Card Information For future use.
+ State Pcard Administrator

+ NetApps (the online application
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Open up the “Cardholders” Folder and choose “Cardholder/Company Statement”. On the right hand
side of the screen there is a report description.



State of North Dakota

Home C Configuration Query Reports  Transaction Administration Change Password/E-mail

Report Wizard — Select a report

Please select a reportand click "Next" to go to the next step

||| Report Title: Cardholder/Company Statement

=3 Reports o
B Administrative Report Description:
=23 Cardholders Each cardholder's total transactions for a date range. Includes =
j 45 Day Delinquency Report name, account #, post and transaction date, merchant location and
3 ] Account Spend and Delinquency transaction amount. Summarizes the total number of transactions,
[ cardholder Listing debits, and credits.

+[ Cardholder MCC Code Mapping-Detail
~+[] cardholder MCC Code Mapping-Summary
[ cardholder Rallups

+[ Cardholder Rallups By Organization

~[] cardholder Summary

[ ca r/Company Statement
~[ dvance Detail

~+[] cash Advance Summary

[ Default Accounting Codes

++[ Inactive Accounts

[ Mever Used Accounts By Organization =l
[ Never Used Accounts Summary LI

Next >>
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Click “Next”

At this point you can “Select All” for all your cardholders or you can choose a cardholder by just clicking
on their name.

Click “Next”

Select the radio button “By Billing Cycle”. The dates are already predefined.

State of North Dakota

stration  Configuration Query Reports  Transaction Administration  Change Password/E-mail

Cardholder/Company Statement Report Wizard, Dates Selection

Please select Date(s) to be applied for the Cardholder/Cormpany Staterment Report and click "Next" to go to the next step

ol Quick Select: | Current Month

[ By Billing Cycle: [ 111022007 to 12/02/2007

By Accounting Cycle: [ 11/03/2007 to 12/03/2007

By Month: [January

L] L el L] e e

By Year: [2007

User defined entry: | to Jic|

o
ol By Quarter: | Quarter 1
o
o

<< Previous
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If you want a report for a certain period of time, select the radio button “User defined entry” and enter
the date range you want to see.



State of North Dakota

Home Administration Configuration Query Reports Transaction Administration Change Password/E-mail

Cardholder/Company Statement Report Wizard, Dates Selection

Flease select Date(s) to be applied forthe Cardholder/Company Statement Report and click "Next" to go to the next step

el Quick Select: | Current Month =
el By Billing Cycle: [ 11/02/2007 to 12/02/2007 =
" By Accounting Cycle: | 11/02/2007 to 12/03/2007 =
el By Month: [January =
! By Quarter: | Quarter 1 =
« By Year: [2007 =
@

g %serdeﬁnedentrv: 09/01/2007 | to 11/30/2007 |
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Click “Next” Here you can choose different sorts. The default sort is Post Date — Ascending.

State of North Dakota

Home Administration Configuration Query Reports Transaction Administration Change Password/E-mail

[Cardholder/Company Statement Report Wizard, Sorting and Other Selections

Flease specify sorting and other criteria for the CardholderyCompany Statement Report and click "Mext' to go to the next step.

Sort by: [Post Date =] [Ascending k|
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Click “Next” You will see the criteria you have chosen. At this point you can “Run Now” or “Save”. It
might be good idea to save this report because it is one that you will need to run on a monthly basis for
audit purposes. If you check the box that says “Create bookmark on homepage” — this report will
appear on your homepage when you open up SAM under Favorite Reports and Queries (right hand side
of screen).



State of North Dakota

Home c Configuration Query Reports  Transaction Administration Change Password/E-mai

Name: [Monthly Statement Repart Report Summary
Description: |Each cardholder's total ransactions for a date rani
Name Type =
BACKER, LINDA S Cardhalder
¥ Create bookmark on homepage BERG, RONDA K Cardholder
BRINTHELL, JOHN Cardholder
DOLL, BRYAN Cardhldar
ERBSTOESSER, DAVE Carcholder
GLASSER, ERICK Cardholder
HAID, LOREN Cardholder
HALL, RAY Cardhldar
HILL, BRUCE Cardhalder
OB, THOMAS Cardholder
LACOE, KEITH Cardholder
LEINGANG, JIM Cardhldar
MERTZ, MARVIN Cardhalder
REMMICK, KEN Cardholder
SHARKEY, STEVE Cardholder B
STAIIFR WAVNFE Fardhaldar

Type Value

gilling Cycle 11/03/2007 - 12/03/2007
Sort Field Sort Type

Post Dats Asc
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After clicking “Save”, it will take you back to this screen. The report defaults to a PDF file, but you can
also choose Word or Excel from a drop down list to export the file into.

State of North Dakota

stration  Configuration Query Reports Transaction Administration Change Password/E

Report

ard, Review Cardholder/Company Stat t Report

Please review Cardholder/Company Statement Report parameters and select your next action. You can either go to previous steps to change report criteria. run the report and immediately view the results, or
wou can save andfor schedule the repon,

Name Type

FELCH, PATRICIA Cardholder
LUND, JANIS M Cardholder
WEHRI, EILEEN Cardholder

Value

Type
Billing Cycle 11/03/2007 - 12/03/2007

(PDF Only)

(PDF Only)
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Click “Run Now”




State of North Dakota

Home Administration Configuration Query Reports Transaction Administration Change Password/E-mail

ICardholder/Company Statement Report Results
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Cardholder/Company Statement
Grouped by Organization, Name
Sorted By Post Date Asc

Transaction Post Date Between 11/03/2007 And 12/03/2007
User ID:  dschumac

Printed:  12/21/2007 04:52:58 pm

SAM 1.00 Seed Data

Commerts ‘ Aftachments ‘ Pages

Organization
Cardholder Name
Account Number

AT = ool

e [ e

bg

o K

Click on “Export”

Cardholder/Company Statement
Grouped by Organization, Name
Sorted By Post Date Asc

Transaction Post Date Between 11/03/2007 And 12/03/2007
UserID:  dschumac

SAM 1.00 Seed Data

QOrganization
Cardholder Name
Account Number
Post Date

Tran Date Merchant Name

Printed:  12/21/2007 04:52:58 pm

Merchant Location

Transaction Amount

11010 OMBE - FAC MGMT
BERG, RONDA K

PO XK 209922
11/05/2007 11/04/2007 UPS 0000566526 800-811-1642, GA 30328 §232.12
11/07/2007 11/06/2007 SPRINGBOK SERVICES INC 303-3874261, CO 80112-5389 5a87.26
11/07/2007 11/06/2007  AACTION MOVERS 7012235535, ND 58501 $1,567.00
11/08/2007 11/06/2007 ND SAFETY COUNCIL INC 701-2236372, ND 58501 $30.00
11/08/2007 10/M1/2007 PITNEY BOWES CREDIT 203-922-4458, CT 06926 -§501.00
11/08/2007 10/11/2007 PITNEY BOWES CREDIT 203-922-4458, CT 06526 -53,399.00
11/08/2007 10/11/2007 PITNEY BOWES CREDIT 203-922-4458, CT 06926 -54,293.00
11/08/2007 10/11/2007 PITNEY BOWES CREDIT 203-922-4458, CT 06926 -548.00
11/08/2007 10/11/2007 PITNEY BOWES CREDIT 203-022-4458, CT 06926 -$495.00
11122007 111172007 UPS 0000566526 800-811-1642, GA 30328 §197.89
11192007 11/16/2007 ELECTRONIC COMMUNICATI BISMARCK, ND 58501 $55.00
11192007 11/18/2007 UFS 0000566526 800-811-1648, GA 30328 §358.01
11192007 11M17/2007  ALLTEL PHOMNE PAYMENT B00-255-8351, AR 72202 $83.25
11192007 111772007  AIA MEMBERSHIP WASHINGTON, DC 20006 §458.00
11/26/2007 11/23/2007  WAL-MART #1534 BISMARCK (N), ND 58503 54.90
11/26/2007 11/25/2007 UPS 0000566526 800-811-1642, GA 30328 §205.69
12/03/2007 12/02/2007 UPS 0000566526 800-811-1643, GA 30328 §295.14
Total Number of Transactions for BERG, RONDA K © 17 -54,361.74

From here you can either “Open” or “Save” the file.




